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What is Google Docs?

Create new ~ | | Upload... Documents v Images &videos v More options v
Starred & Untitled document
All items

E Shared Bills =hared
E tech-tools-jing-report

&3 My cnllect!nns E Timeline Sharsd
Mo collections

Trash

_ _ & direct reminders
| 3 Collections shared with me —

A set of office productivity applications
Work from anywhere
Share with anyone
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And then, what is Spreadsheet?

e Spreadsheet is a software
that prOVideS math Create new » | Upload...

functions and S Document
. . oy 2 Presentation
charting/graphing ability. O spreadsheet
* File is stored online — = Fom
. ) Drawing
available from anywhere! & Collection

From template...

* Updates are live for all
authorized users
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User Interface

GUL)SIE,‘ docs  Unsaved spreadsheet & private to only me Save now | | &% Share v
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Using Spreadsheet

e Click in cells to enter data

e Use menus and toolbars to
formatting

* Bring images and gadgets from
Insert menu

* Right-click menu is limited

Cut
Copy

Paste

Insert comment

Clear comments
Clear selection

Change colors with rules. .

Walidate data._.

Search the Web. .
Insert Gadget. ..

Find and replace...

Define named range...

!C*’,X
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Calculations

Insert a function [] ® Type in fo rmU|aS
Math ] ABS .

Financial ACOS IE'

o e i
- ASINH e Use the Function
ookup _| ATAN

Statistical .

s - editor

Engineering CEILING

COMBIN

Info Cos

Google [] COSH U .

: e Show / Hide formulas
Syntax: =ABS(number) .

Double-click on the deswiption to insert formula into ac-sacaE]: at WI I I
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Creating Graphs / Charts

Chart Editor

Start Charts Customize

* Chart editor walks you
through the process

Data - Selectrange ...
A1:010 | |EH

[] Switch rows / columns

IJse row 1 as headers

v Lse column A as labels

Recommended charts - More =

e Chart can be altered [ Aeco

Edit chart... 25 36 47 58

° Delete chart
a ny tl m e e image 35 47 58 69

Publish chart...

B Jan 2008
B Feb 2009

Move to own sheet.
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Working with Multiple Sheets

Sheet selector in the lower left

Allows Monthly data to be on
separate sheets but all
available in same file for
cumulative calculations

Show all option

Duplicate layout / content of a
sheet




Miscellaneous Tidbits

o Auto_saVing iS not Unsaved spreadsheet

Careful. You're editing an
unsaved spreadsheet.

automatically turned on. Star atosavig

* Fill tool does not work
the same as Excel. T

Public Templates Templates I've used Iy Templates

Sort by - [ Family Budget Planner 5y Vertex42.com

[ . ° . -

¢ I {e VI S I O I I I Sto r I S » Hottest 'l_;_r ficdedde 767 ratings Rateh Embed Report
Most users e A yearly budget _spreadsheet far family budge

Highest rating ] expense categories.

L]
available. Narowbyope ] ereview
S

All types

Documents

» Spreadsheets IE Personal Monthly Budget 5y Vertex4?.com
Presentations irirdrdrds 414 ratings Ratelt Embed Report
[ O C t e S re a S e et Forms This personal monthly budget compares proj
[ Designed to fit on a single page when printed
Drawings

Use this template Preview

L0
rainers-R-Us

Narrow by category

 Templates are available.
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Using Existing Data

* File, Import — bring file into existing file
* File, Open — bring in entire file

Import file Open a spreadsheet (%]
Upload file Choose a spreadsheet you have previously opened:
Supported formats: xls, .xlsx, .ods, .csv, fxt
Name Owner Date viewed

. Shared Bills matteclay Jan 23, 2011 6:05:18 PM C5T
Import action I
& Create new spreadsheet tech-tools-jing-report tine133 Dec 9, 2010 3:50:38 PM CST
© nsert new shest(s) Timeline tine133 Jan 11, 2010 3:24:41 PM CST
O Replace spreadsheet
O Replace current sheet Broadleaf Repair maiteclay Jul 14, 2009 7:02:04 PM COT
© Append rows to current sheet TA Time Tracking tine133 Jun 12, 2008 4:56:27 PM COT
) Replace data starting at selected cell

Or upload a file from your computer:(supports xls. xlsx, ods, csv, txd)

Browse.

Import ||| Cancel
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Backing up / Sharing data

* Use File, Download as to save your
spreadsheet to a local file

* Choose the correct file type
* Can save as PDF

Download as ® SV (current shest)
Save CUES T HTML (current sheet)
4 Print rirjep | Text {current sheet)

3 Excel
13 OpenOffice
1 [(_] 1T PDF...
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How to Share

Iaglc Saved | & Share |+

[« ]

Sharing settings... ¢ Prlvate
Email editorsiviewers._. — OtherS must IOgin to
Email as attachment... share your documents
Publish to the Web. .. .

* Link

Sharing settings — Anyone who has a link

to your doc can work
with your doc

Permissions:

@ Private - Only the people listed below can access Change .
E Christine Walczyk (you) Is owner ° Pu bl IC
— Anyone can work with
your document
e 2levels
Add le: .
o — Editor

Enter names, email addresses, or groups

.
Editor= be allowed to add people and change the permizzions. [Change] - Vlewer
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Setting up your account

Google accounts

* Google Account
Create an Account
req u i rEd *four Google Account gives yeu access to Google Doos and other Google services. |f you already have a

wou can sign in here.

Required information for Google account

Your current email address: | |

. G L I Q t e.q. "“"‘}"'5"“'5@53{5"[-5.3:-". This will be used to = gn-in to Your Icoount.
I I lal Ccou n Choose a password: |

Password strength:

|
ngith.

not required e |

Stay signed in

Creating 3 Google Account will enable Web History. Web History is a
feature that will provide you with a more personalized experience on Google
that incledes more relevant search results and recommendations. Leam
More

Enable Web History.
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Size limits

* From Google Docs Help: 400,000 cells, with a
maximum of 256 columns per sheet.
Uploaded spreadsheet files that are converted
to Google spreadsheets format can’t be larger
than 20MB, and need to be under 400,000
cells and 256 columns/sheet.

* Total FREE storage space: 1GB

ral




What about Privacy

* Default — everything is private

* Privacy is controlled by how you share your
files

* Terms of Service — “right to reproduce”




Helpful Information

* Google Spreadsheet Help Files --
http://docs.google.com/support/bin/topic.py?topic=15115

* Spreadsheet Getting Started Guide in Help —
http://docs.google.com/support/bin/static.py?hl=en&page
=guide.cs&guide=20322

* Google’s explanation of Terms of Service --

http://docs.google.com/support/bin/answer.py?hl=en&ans
wer=82366

s
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http://docs.google.com/support/bin/topic.py?topic=15115
http://docs.google.com/support/bin/static.py?hl=en&page=guide.cs&guide=19431
http://docs.google.com/support/bin/static.py?hl=en&page=guide.cs&guide=19431
http://docs.google.com/support/bin/static.py?hl=en&page=guide.cs&guide=19431
http://docs.google.com/support/bin/answer.py?hl=en&answer=82366
http://docs.google.com/support/bin/answer.py?hl=en&answer=82366

Next week...

Drawing and Forms!!

Tech Tools with Tine Webinar presented on February 18t 2011. ﬂmiﬂm-R‘%ﬂs
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Answers to Webinar Q & A
(Question [Answer

In Google Docs you can  No, it will not mess up your survey (form) if you build a chart
create forms (like off your results. However, a good precaution, is to have a
surveys). The answerto  backup (pristine copy) of your survey results spreadsheet
your survey appearsina before using the data. | know how important data integrity
spreadsheet format. | can be to a study!

was wondering if by

creating a chart from the

spreadsheet information

- would that mess up the

survey side of the form?
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